
FREQUENTLY ASKED QUESTIONS ABOUT CM/ECF
(revised 2/20/04)

General Information About CM/ECF:

What is CM/ECF?

Is the use of CM/ECF by attorneys in the Northern District mandatory?

Will Pro Se parties have access to e-file documents over the Internet?

When will Electronic Filing be available?

How do I sign up for PACER (Public Access to Court Electronic Records)?

What is an NEF?

Hardware, Software, and User Requirements:

What are the hardware and software requirements for filing documents using the CM/ECF
system?

What are the user requirements for filing documents via CM/ECF?

Technical Support Issues:

When I try to add an additional e-mail address to my attorney account I receive a message
indicating that the e-mail address is invalid. How do I solve this problem?

Questions Concerning the Filing of Documents and Access:

How do I file a pleading for another attorney in my firm while they are either on vacation
or out of the office on other business?

May attorneys file case initiating documents, such as complaints, electronically through
CM/ECF?

May attorneys file sealed documents in civil, criminal, or magistrate cases using CM/ECF?
(See also Attorney Time Records)



What is the deadline for the timely filing of a document via Electronic Case Filing (ECF)?

Has the Judicial Conference developed a policy regarding the availability of electronic
court records on-line?

Attorney Time Records: How may I e-file the sealed portion of my Attorney Time Records
and serve the Notice of Filing upon all counsel of record at the same time?

Should CJA vouchers be filed electronically or should they be filed in paper with the
Clerk?

Has the implementation of CM/ECF changed the way discovery is filed?

How do attorneys sign joint pleadings electronically?

PACER (Public Access to Court Electronic Records:

How do I contact the PACER service center?

If I create a report in CM/ECF will I receive information from PACER about the cost of
that report prior to being billed?

Electronic Signatures:

What constitutes an electronic signature?

Notice of Electronic Filing (NEF) & Service Information:

How do I access the “one free look” at a newly filed PDF document through the Notice of
Electronic Filing (NEF) Email?  Is this access free for everyone in my office who has
received a copy of the NEF?  (Updated 2/20/04)

I cannot see PDF documents that have been filed in criminal or social security cases through
the Notice of Electronic Filing (NEF) e-mail.  What am I doing wrong?

Fee Information:

Are there any fees associated with CM/ECF?

Training Information:



When will training be available?

Is on-site training required in order to receive a CM/ECF user ID and secure password?



What is CM/ECF?

Case Management/Electronic Case Files (CM/ECF) is a joint project of the
Administrative Office of the U.S. Courts and the federal courts to replace
existing case management systems with a new system based on current
technology, new software, and increased functionality. This new system will
give federal courts the ability to maintain electronic case files and offer
electronic filing of court documents over the Internet. (Top)

Will the use of CM/ECF by attorneys in the Northern District be mandatory?

Yes.  All attorneys practicing in the Northern District of Florida will be
expected to utilize CM/ECF beginning January 1, 2004. (Top)

What are the hardware and software requirements for filing documents using
the CM/ECF system?

1. A Pentium (or equivalent) computer running a standard operating
system.

2. An Internet connection.  Cable or DSL is strongly recommended.

3. Netscape Navigator.

4. The full Adobe Acrobat package or software designed to convert
word processing documents to portable document format (PDF). 
Note: Word Perfect 9 or higher includes a utility that will convert
.wpd files to .pdf.   

5. A scanner to image documents that do not exist in electronic format
(e.g., maps, photographs, etc.).  An imaged .pdf is not searchable,
therefore, text .pdf files are preferable when submitting documents
that already exist in an electronic format. (Top)

What is the deadline for the timely filing of a document via Electronic Case
Filing (ECF)?



All electronic transmissions of documents must be completed prior to
midnight of the local time of the division in which the case is pending in
order to be considered timely filed that day. (Top)

What are the user  requirements for filing documents via CM/ECF?

1. One must be an attorney admitted to practice in the United States
District Court for the Northern District of Florida.

2. Advanced registration with the Court is required for the purpose of
obtaining a CM/ECF user ID and secure password.  Registration may
be accomplished online at the following address:

http://www2.flnd.uscourts.gov/attorneys/CMECF/cmecfreg.cfm 

3. A PACER user ID and secure password must be obtained by
contacting the Public Access to Court Electronic Records (PACER)
service center at 1-800-676-6856.  They may also be contacted online
at http://pacer.psc.uscourts.gov.  (Top)

Are there any fees associated with CM/ECF?

There are no added fees for filing documents over the Internet using
CM/ECF; existing court document filing fees do apply.

Attorneys participating in Electronic Case Filing (ECF) will receive, via
email, one free copy of each document electronically filed in a case in which
they are a participant. This copy may be saved or printed for in-house use.
Additional copies of case documents or docket sheets are available to
attorneys and the general public for viewing or downloading at seven cents
($.07) per page with a maximum cost per document of $2.10. 

A Public Access to Court Electronic Records (PACER) user ID and secure
password  must be obtained in order to participate in this service. For more
information call 1-800-676-6856 or access the following address:
http://pacer.psc.uscourts.gov                                                                      

(Top)

http://www2.flnd.uscourts.gov/attorneys/CMECF/cmecfreg.cfm
http://pacer.psc.uscourts.gov
http://pacer.psc.uscourts.gov


Has the Judicial Conference developed a policy regarding the availability of
electronic court records on-line?

Yes. A copy of the new Judicial Conference policy may be found at
www.privacy.uscourts.gov/Policy.htm    (Top)

When will Electronic Filing be available?

Electronic filing has been available since January 1, 2004, and all attorneys
are expected to utilize the system for the filing of electronic documents as of
this date.  (Top)

How do I sign up for PACER (Public Access to Court Electronic Records)?

Contact the PACER Service Center at 1-800-844-0479. Please see
http://www.flnd.uscourts.gov/pacer.htm  for more information or access
PACER directly at http://pacer.psc.uscourts.gov/.   (Top)

When will training be available?

Training for attorneys began in November of 2003.  Please visit the
“Training Schedule and Contact Information” link located on the CM/ECF
home page at http://www.flnd.uscourts.gov/CMECF/train-dates.pdf for
dates and times. CM/ECF on-line tutorials are also available at the address
above.  (Top)

Is on-site training required in order to receive a CM/ECF user ID and secure
password?

Attorneys and staff members are strongly encouraged to attend a CM/ECF
training session hosted at a divisional courthouse, however, attendance is
not required in order to receive your court-issued CM/ECF user
identification and password.  The court-issued CM/ECF password and login
may be obtained by admitted attorneys through the completion of the online
CM/ECF registration form located at the following address:

http://www2.flnd.uscourts.gov/attorneys/CMECF/cmecfreg.cfm 

http://www.privacy.uscourts.gov/Policy.htm
http://www.flnd.uscourts.gov/pacer.htm
http://pacer.psc.uscourts.gov/
http://www.flnd.uscourts.gov/CMECF/train-dates.pdf
http://www2.flnd.uscourts.gov/attorneys/CMECF/cmecfreg.cfm


Non-attorneys may access case dockets, reports, and queries by using a
PACER login and password.

A list of session dates and times may be found via the “Training Schedule
and Contact Information” link on the CM/ECF homepage.  All attorneys
who participate in formal CM/ECF training will receive two (2) hours of
CLE credit from the Florida Bar.  Training is open to all attorneys and their
staff members.  Online tutorials are also available on the CM/ECF web page
located on the Northern District of Florida web site at the following address:
http://www.flnd.uscourts.gov/CMECF/CMECFINFO.htm  (Top)

I cannot see PDF documents that have been filed in criminal or social security
cases through the Notice of Electronic Filing (NEF) e-mail.  What am I doing
wrong?

Both social security cases and criminal cases have restricted public access to
the documents filed therein.  Therefore, only the attorney of record may
utilize the “one free look” at a newly filed pleading in these types of cases
by taking the following steps:

1. Log on to CM/ECF (just as you would if you were filing a document).
2. Minimize the browser window and open your NEF that you received

via e-mail.
3. Using the mouse, click on the PDF hyperlink for the document you

wish to view.  The hyper link will appear as a blue underlined
document number (e.g.,  415).

4. If you have not already logged into the Public Access to Court
Electronic Records (PACER) system, you will now see another login
screen.  Log on using your PACER login and password.  

5. Once you have successfully logged into PACER, Adobe Reader (or
similar software) will give you the ability to view, save, and/or print
the document. (Top)

How do I access the “one free look” at a newly filed PDF document through
the Notice of Electronic Filing (NEF) Email?  Is this access free for everyone
in my office who has received a copy of the NEF? (Updated 2/20/04)

All admitted attorneys who have registered for and received a court-issued
CM/ECF login and password will receive electronic service of e-filed

http://www.flnd.uscourts.gov/CMECF/CMECFINFO.htm


documents through an e-mail message called the Notice of Electronic
Filing or NEF. The NEF contains a hyperlink to both the docket sheet for
the case in which the filing occurred as well as a link to the document filed
in portable document format (PDF).  

Attorneys have the option of authorizing the duplicate receipt of the NEF by
up to 5 members of their support staff.  (See the CM/ECF Registration Form
or the Attorney’s User Manual for details.)  For purposes of this discussion,
the additional e-mail addressees will be referred to as the attorney’s “e-mail
group”.

The Document Number Hyperlink: 

Clicking on the document number hyperlink (appearing as an underlined
number in blue 451) will cause a PACER login screen to appear if you have
not logged onto PACER that day.  Accessing the PDF document labeled
“Main Document” in this manner will not cause you to incur PACER
charges if you are receiving the NEF through the primary attorney e-mail
address or if you are the  first person in the “email group” to access this
feature through the NEF.  

Once the PDF document has been accessed, the user is advised to save the
document onto the firm’s network drive or onto the users local hard drive
(C:\). 

***Important Notice Concerning PACER Fees and Attachments***

The Court has recently been informed that the current version of Electronic
Case Filing (ECF) does not afford the attorney or the first “e-mail group”
user an opportunity to look at attachments to e-filed documents for free;
only the PDF labeled "Main Document" is subject to the "one free look". 
This oversight should be rectified upon the release of CM/ECF version 2.0. 

In the meantime, attorneys are encouraged to type the words "free look" in
the client code field located at the bottom of the PACER login screen when
accessing an e-filed document through the Notice of Electronic Filing
(NEF) e-mail.  

After receiving the user's quarterly bill from the PACER service center,



attorneys should review the bill and circle all items noted as "free looks"
that incurred a PACER charge.  A copy of this annotated bill should then be
sent to the PACER service center along with a written request stating the
reason for the refund of access fees and the total amount at issue.  The letter
must be signed and submitted to the following address:

PACER Service Center
P.O. Box 780549 

San Antonio, TX 78278   

PACER "free look" fees cannot be refunded until after the quarterly bill has
been issued to the user. 

If you have any questions regarding the PACER refund process, please call
(800) 676-6856.  Attorneys in the San Antonio, Texas area may contact
PACER by calling (210) 301-6440. 

The Docket Sheet

Clicking on the docket sheet hyperlink found on the NEF will cause a
PACER login screen to appear if you have not already logged into PACER
that day.  Once you have completed the login screen you will be presented
with the current docket sheet for that case.  Access to the docket sheet will
result in PACER charges.
(Top)

Attorney Time Records: How may I e-file the sealed portion of my Attorney
Time Records and serve the Notice of Filing upon all counsel of record at the
same time?

Case Management/Electronic Case Files (CM/ECF) does not offer the
capability to file a pleading that consists of both sealed and unsealed parts. 
Therefore,  attorneys are instructed to file the Attorney Time Record
summary electronically and mail the sealed portion, along with a copy of the
Notice of Electronic Filing (NEF), to the Clerk’s Office for filing.  The
sealed portion, along with the NEF, will be retained by the Clerk as part of



the court record.  (Top)

What constitutes an electronic signature?

Please consult the revised Northern District of Florida Local Rules (located
at http://www2.flnd.uscourts.gov/attorneys/localRules2004.pdf), Rule
5.1(A)(7), which states 

 Use of the Filing User's login user name and password, either 
by the Filing User or by someone authorized to act on behalf 
of a Filing User, to file a document electronically is the legal 
equivalent of the Filing User's original signature on the document
filed and is, for all purposes, the signature of the Filing User 
required by Fed.R.Civ.P. 11, the Federal Rules of Civil and 
Criminal Procedure, these Local Rules, and any other purpose 
for which a signature is required in connection with proceedings 
before the court.

The court has also approved the use of “s/” (with the attorney’s name typed
out) on the signature line above the signature block as the electronic
signature on the document being filed.  The “s/” signature should be used in
addition to the attorney’s CM/ECF password and login.

Fictitious Example:

s/ Sheila Hurst-Rayborn
Sheila Hurst-Rayborn, Esq.
Florida Bar Number 000000
Hurst-Rayborn and Associates
000 North Adams Street
Tallahassee, Florida 32301-7717
Office: 850/000-0000
Fax: 850/000-0000
email address (optional)

(Top)

Will pro se parties be able to participate in Electronic Case Filing (ECF)?

At this time, CM/ECF passwords and logins are issued to attorneys who

http://www2.flnd.uscourts.gov/attorneys/localRules2004.pdf


have been admitted to practice in the Northern District of Florida.  Pro se
parties are authorized to file pleadings in paper form.

Pro se parties will have access to most court documents over the Internet
using a PACER login and password. Exceptions include criminal and social
security cases.  (Top)

What is an NEF?

NEF stands for Notice of Electronic Filing.  This notice is sent by e-mail to all
attorneys of record who have registered for Electronic Case Filing (ECF) each
time an electronic document is filed. Attorneys may also opt to receive NEFs in a
summary e-mail that will be sent to the attorney once  per day.
(Top) 

Should CJA vouchers be filed electronically or should they be filed in paper
with the Clerk?

Implementation of CM/ECF has not resulted in any procedural changes regarding
the submission of preliminary CJA vouchers for financial review.  As these
documents are not made part of the case record, all CJA vouchers should be filed
as they have traditionally been filed by submitting the information on the hard
copy to the Clerk of Court.
(Top)

How do I contact the PACER service center?

The PACER service center may be contacted by calling (800) 676-6856 or (210)
301-6440.  Information about PACER may also be obtained through their web site
located at http://pacer.psc.uscourts.gov.  (Top)

If I create a report in CM/ECF will I receive information from PACER about
the potential cost of that report prior to being billed?

In some instances, prior to the implementation of CM/ECF, PACER would
provide warning messages to users regarding the potential cost of a desired report. 
This function has been discontinued.  PACER costs will only appear on the
PACER bill after those costs have been incurred by the user.  (Top)

http://pacer.psc.uscourts.gov.


Has the implementation of CM/ECF changed the way discovery is filed?

Documents traditionally filed with the court should be filed electronically using
the CM/ECF system.  Documents, including Discovery-related materials, that are
traditionally not made a part of the court record but are served on all counsel of
record should be served traditionally (without the use of CM/ECF).  (Top)

How do attorneys sign joint pleadings electronically?  

The first attorney prepares the pleading and adds his or her electronic signature in
the form of s/<your name>.  The attorney then sends the electronically signed
pleading to opposing counsel in word processing format by e-mail.  Upon receipt,
that attorney will then sign the pleading electronically using the s/ method and will
convert the pleading to PDF. 

At this point the joint pleading may be posted in CM/ECF, or in the alternative,
the PDF file may be sent back to the originating attorney by e-mail for subsequent
posting. Attorneys should discuss and agree on the applicable procedure.  (Top)

May attorneys file sealed documents in civil, criminal, or magistrate cases
using CM/ECF?

At this time, all sealed documents must be filed in paper form with the Clerk of
Court during normal business hours.  (Top)

May attorneys file case initiating documents, such as complaints,
electronically through CM/ECF?

Case initiating documents, such as complaints, may not be filed electronically in
this court at this time.  Documents such as these must be filed with the Clerk of
Court during normal business hours.     (Top)

How do I file a pleading for another attorney in my firm while they are either
on vacation or out of the office on other business?



Northern District of Florida Local Rule 5.1(A)(7) allows a person "authorized to
act on behalf of a Filing User" to use an attorney of record's password and login to
e-file pleadings in a case.  In addition, attorneys admitted to practice within the
Northern District of Florida may file pleadings on behalf of another using their
own CM/ECF password and login.

Choose from the following two options when filing on the behalf of another
attorney:

Option 1:
The user authorized to e-file using the attorney of record's password
and login should prepare the pleading so that the s/ signature and the
signature block reflect the name of the attorney of record in the case. 
The authorized user may then e-file the pleading using the attorney of
record's password and login.

Option 2:
An attorney who has been admitted to practice within the Northern
District of Florida and who has received authorization from the
attorney of record in a case may file pleadings on behalf of that
attorney using their own CM/ECF password and login.  The signature
block on the pleading should contain the filing attorney's s/ signature
and should also include a reference to the attorney of record in the
case on whose behalf they are filing.

Example signature block:

s/ Sheila Hurst-Rayborn
for William M. McCool

Sheila Hurst-Rayborn, Esq.
Florida Bar Number 000000
Hurst-Rayborn and Associates
000 North Adams Street
Tallahassee, Florida 32301-7717
Office: 850/000-0000
Fax: 850/000-0000
email address (requested)



Attorneys choosing to employ option 2 will receive notification from CM/ECF
during the docketing of the pleading that they are not an attorney of record in the
case.  If you do not plan to represent the associated party, then you may click the
"next" button and continue with the event.    (Top)

When I try to add an additional e-mail address to my attorney account I
receive a message indicating that the e-mail address is invalid. How do I solve
this problem?

When adding additional e-mail addresses through the CM/ECF “Utilities” menu
option be sure to separate multiple addresses with a comma (,). In addition,
multiple addresses should not contain spaces in between. 

Example: 

personA@ISPname.net,personB@ISPname.com

If you continue to receive an error message, try adding only one address, click the
“Return to Account Screen” button, click the “Submit” button at the bottom of the
account screen, and then click the “Submit” button on the next screen. 

Then access the account screen again, click the “Email Information” button, and
add the next e-mail address directly under the previous address. Repeat the steps
above to register the address with the system. The resulting address list will appear
as follows:

personA@ISPname.net
personB@ISPname.com

(Top)

mailto:personA@ISPname.net,personB@ISPname.com
mailto:personA@ISPname.net
mailto:PersonB@ISPname.com
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